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FOREWORD 



This Faculty Handbook is a manual of general practices and procedures 
of the Tuscaloosa State Trade School. Much of the information included 
in this book came directly from the Director's Handbook which was pub- 
lished by the Division of Vocational Education of the Alabama State 
Department of Education. It will provide a source of information for 
new faculty members and a source of reference for the veteran members 
of the staff. While, undoubtedly, the handbook will not answer all 
questions, it will be of aid in answering most of the routine questions; 
however j you should feel free to ask any additional questions that are 
not covered in this manual. 

Instructors are requested to read the handbook very carefully and 
are invited to make suggestions for the revision or improvement of it 
at any time. The administration of the school is always appreciative 
of constructive suggestions which will lead to a better institution of 
learning. It is requested and expected that each staff member comply 
with the policies of the school at all times. Thus, we are seeking the 
cooperation of all who are concerned. 



C. A. Fredd, Director 
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PHILOSOPHY AMD PURPOSE 



The Tuscaloosa State Trade School is an organized vocational school 
designed to train high school graduates and others who are sixteen (16) 
years of age and older in Bibb, Fayette, Green, Hale, Marengo, Perry.. 
Pickens, Sumter, and Tuscaloosa counties for employment in vocational 
and industrial pursuits. 

It shall be the specific function of this school to assist individ- 
uals In acquiring the manipulative skills, attitudes, background and 
technical knowledges which are known to contribute to the student's 
proficiency, competency, and success as employed workers in their chosen 
trades or occupations. In addition, this school is designed to fill the 
needs of industrial facilities in our locality. 

The Tuscaloosa State Trade School's operation is based on the belief 

that all individuals have worth regardless of personal circumstances or 

personal qualities, and that they must be respected as human beings. The 

quality of service to that person must not vary because of who he is: 

moreover, each individual's optimum growth and development must be pro- 
vided for. 

Realizing the basic right of every student to develop salable skills 
and knowledges corresponding with the crucial manpower needs of industry, 
the Tuscaloosa State Trade School is dedicated to provide educational 
opportunities to meet these needs. 









HISTORY OF TUSCALOOSA STATE TRADE SCHOOL 



The Tuscaloosa State Trade School is a creation of the State Legis- 
\ature, Act Number 93, approved May 3, 1963. For many years there had 
been a need for an institution of this type to serve the West Alabama 
area, including nine counties: Bibb, Fayette, Green, Hale, Marengo, 

Perry, Pickens, Sumter, and Tuscaloosa. 

k large number of constituents, including many organizations, mani- 
fested an active interest to support the request in securing the location 
of this institution in Tuscaloosa. Special mention should be made of the 
State Board of Education members and representatives and senators of the 
Alabama Legislature who reside in the area which the school is designed 
to serve, along with the Governor of the state. On April 30, 1964, 
Tuscaloosa City and Tuscaloosa County donated the site of forty (40) 
acres to the Alabama Trade School and Junior College Authority for the 
purpose of construction of the new trade school. The city of Tuscaloosa 
made the necessary provisions for sewage, water, and electrical service. 

Mr. Charles F. Minch, Architect, designed the buildings consisting 
of three shops and an administration building, which originally housed 
the Business Education and Cosmetology Departments and a Snack Bar. The 
contract for the construction was awarded to Renfroe Construction Company 
of Fayette, Alabama in the amount of $501,333.12. Construction began on 
January 11, 1965. 

C. A. Fredd, Sr. , who was serving as Principal of Hale County Train- 
ing School, was named the first director of Tuscaloosa State Trade School. 



Administrative personnel began work at a temporary location on June 1, 
1965. The first classes began on October 4, 1965 with the school 
operating on a quarter system. Courses offered at that time were; Auto 
Body and Fender Repair, Auto Mechanics, Business Education (now changed 
to Stenography by court order), Cosmetology, Radio and Television Repair, 
and Air Conditioning and Refrigeration. Practical Nursing, Upholstery, 
Electricity, Sewing, Related Math, and Related English were added later. 

In 1969, by court order, Cosmetology, Practical Nursing., Auto 
Mechanics, and Air Conditioning and Refrigeration were transferred to 
Shelton State Technical Institute. Brick Masonry and Mental Health are 
more recent additions. 

By authorization of the Trade School and Junior College Authority, 
an additional $283,000 was alloted to be used for construction of a 
cafetorium and two additional wings to the administration building. 
These wings housed Stenography, Sewing , and additional office space. 
Approximately $30,000 was provided for equipment for the new addition. 
The general contractor for this construction was 0. S. Markham Construc- 
tion Company. Construction began on October 1, 1967 and was completed 
June 1, 1968. 

The original cosmetology shop was renovated at a cost of $10,595.49 
to accommodate the increased number of students and a second Instructor 
in the Barbering Department. 

Free bus transportation on approved and established routes is pro- 






vided students who wish to attend school with the exception of those 
living within the city limits of Tuscaloosa. 

A total of A16 have been graduated since the first graduation, 
August, 1967. Our follow-up reveals the fact that above 95 percent of 
our graduates are gainfully employed In the areas in which they trained. 



Tuscaloosa State Trade School is a charter affiliate of the Committee 
on Occupational Education of the Southern Association of Colleges and 
Schools, is accredited by the Alabama State Board of Education and is 
approved for the training of veterans. 









TUSCALOOSA STATE TRADE SCHOOL 
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I. W. Mitchell 
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Mays, Jesse 
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Manager 
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Morrow, Johnny L 
Rodgers, Andrew 



Supervisor and Mechanic 

Mechanic 



NIGHT WATCHMEN : 
Knox, Levi 
Lyles, Rufus 









SCHOOL CALENDAR 



Tuscaloosa State Trade School is in session 230 days each year 
Days Not in Session 

Spring holidays to coincide with AEA. 

Two weeks summer vacation to encompass July 4. 

Three to five days in August for instructors' conference. 

One day for Labor Day. 

One day for Veterans Day. 

Two days for Thanksgiving. 

Two weeks for Christmas Holidays. 









THE INSTRUCTOR 



An instructor must hold a teaching certificate issued by the State 
Department of Education. Before the certificate is issued, he must show 
proof of proper educational and work experience in the area which he 
plans to teach. Technical school instructors may be employed on a full 
or part-time basis. 

The instructor shall provide shop and related instruction for his 
students, maintain contact with outgoing commercial or industrial busi- 
nesses that are prospective employers of graduates; assist in the place- 
ment of graduates; and maintain shop space and facilities. 

A. Certification 

There are three (3) ranks of certificates for instructors in 
the technical schools in Alabama — Ranks III, II, and I. 

Rank III Certificate 

This certificate is issued upon employment and is conditional 
for the first three years. After three years, the certificate can 
be renewed upon the recommendation of the school director. 

Rank II Certificate 

This certificate can be issued to the holder of a Rank III 
certificate upon the completion of the four basic vocational 
courses. The courses are taught by itinerant professors from 
the University of Alabama. The Rank II certificate is valid 
for six years. 

Rank I Certificate 

To qualify for the Rank I certificate, the holder must have 
completed the four basic VIE courses and thirty (30) hours of 
college credits. 

B. Salary Schedule 

The adopted salary schedule provides for biennial increments 
for a period of seven years. SEE SALARY SCHEDULE. 

I C. Teacher Benefits 

^1. Retirement 

All instructors of the technical school are covered by the 
State Retirement System. Four percent of the annual salary is 
deducted and this is matched by appropriation made by the legis- 
lature. A teacher may retire on service or disability retire- 
ment. A person is fully covered on service retirement at age 
sixty-five. Service Retirement may be paid at age sixty but 



not with full benefits. Disability retirement may be made to 
an individual that has a minimum of ten years of service, pro- 
vided his retirement is recommended by a medical board. Full 
benefits are not realized by a person under this plan. For 
more information on retirement, read Alabama School Code, Title 
52, Section 366, 1958. 



2. Social Security 

Service retirement is paid in full to an individual at age 
sixty-five. He may also receive service retirement at age sixty 
two, but at a lower rate. Provisions are made for disability 
retirement pay when recommended by a medical board. For more 
information, contact the District Manager, Social Security 
Administration. 



^5. Sick Leave 



Instructors in State Vocational Technical Schools may 
accumulate a maximum of ninety days sick leave at the rate 
of one day for each month of service (12 per year) . In addi- 
tion, five emergency leave days were granted by the State Legis 
lature Act 673, 1969. 



4. Insurance 



Alabama Education - Instructors affiliated with the Alabama 
Education Association may secure group term and life insurance 
at a reduced premium rate through Horace Mann Life Insurance 
Company. A tax sheltered annuity plan is also available with 
the same company. For more information, write Alabama Education 
Association, 422 Dexter Avenue, Montgomery, Alabama. 

American Vocational Association - Affiliated instructors 
may secure a liability policy up to a maximum of $25,000 at an 
annual cost of $1.12. This coverage protects the instructor 
from any liability resulting from teaching duties or from any 
associated activities. 

Student Insurance - Instructors qualify for student accident 
insurance through their respective schools. Coverage may be 
obtained to cover instructors while on duty from the time they 
leave home until they return. At a small additional cost, 
coverage can be provided for twenty- four hours daily. 



5. Summer Conference 

This is the one time during the year that instructors can 
meet with others teaching the same occupation and exchange ideas. 
People from business are invited by groups to lecture, demonstrate 
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equipment, and serve on panels. This is an appropriate time 
for instructors to harbor some thoughts about revisions and 
upgrading course outlines. 



6. Complete the Four VIE Courses 

All instructors are required to complete the four Vocational 
Education Courses in order to have their certificate renewed. 



7. Craft Committees 



This is another means for technical school instructors to 
enlist the thinking of people in business and industry, when 
they expect to employ the students they teach. Instructors must 
accept the responsibility of organizing and calling meetings 
of the committee. Membership on the craft committee must be 
approved by the administration of the school. 



8. Formal Study 

Instructors in State Vocational Technical Schools may take 
a leave of absence with pay, not to exceed six weeks, to attend 
school to study vocational subjects. This may be done on the 
approval of the school director and the state director of voca- 
tional education. However, the instructor must forego his 
regular summer vacation period. Funds are limited for this 
reimbursement. An instructor may take a leave of absence not 
to exceed six weeks to take the thirty prescribed hours of 
academic courses to qualify for the Rank I Certificate. 

The director will recommend a leave of absence for study 
for any teacher provided that the teacher has tenure, agrees 
to return for duty, the class of the instructor can adequately 
be taught by an approved instructor (by State Supervisor of 
Technical Institutions) and that funds are available. 

D. Teaching Load 

In most courses in technical schools, the students per teacher 
is lower than in high school or college. This is necessary to allow 
the instructor to give individual instructions to students. 

Most shop courses are considered filled when they have eighteen 
students. Instructors in Business and Office Occupations may expect 
to enroll up to twenty-five students per teacher. 



E. Professional Improvement 



1. Manufacturers Institutes 



These institutes are held by people in industry to demonstrate 
the use of equipment. Sales representatives may also give infor- 



mation as to overall needs of industry, trends, and the outlook 
for employment opportunities. Administrators should give care- 
ful consideration to permit employees to attend institutes. 

2. Revision of Course Outline 

Course outlines must be revised periodically in order to 
keep abreast with business and industry. A functional program 
must be coordinated to meet these needs. 

3. Alabama Education Association 

The A.E.A. is the one professional organization that 
represent all education groups in the state. It is imperative 
that all instructors affiliate and participate in the activities 
The A. E. A. Journal is most informative and helps teachers to 
keep themselves current on all phases of education. 

A. American Vocational Association 

It is strongly recommended that instructors in technical 
schools pay local, state, and national AVA dues. The monthly 
A.V.A. Journal, mailed to each member, is the most helpful 
publication that instructors can receive. The articles are 
current, written by qualified and authoritative people, and 
generally deal with current happenings in vocational education. 
The annual state meetings are held during AEA convention, and 
should be attended by all vocational personnel. 
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POLICIES 






TTHF SCHEDULE 

V Each teacher is expected to register in the office at or before 
7;30 a.m . A teacher who registers after 7? 30 will be expected to give 
a satisfactory explanation to the director or his assistant. A full- 
time employee is required to work eight (8) hours per day with the 
exception of thirty (30) minutes being allowed for lunch. Each instruc- 
tor should be in his shop or classroom at least ten (10) minutes prior 
to the arrival of students. There is no provision made for overtime pay 
however, we appreciate the attitude of our faculty members for their 
willingness to work whatever hours are required to get the job done. 



CHECKING OUT 



No teacher is expected to leave the campus during school hours with 
out the knowledge of the administration. Despite the fact eight (8) 
hours is considered as a work day, and some teachers may check in as 
early as 7-00 a.m., they are expected to check out on the register if 
they leave the campus before 3-30 p.m. 



ASSEMBLY 



We have only six scheduled assemblies during a fiscal year. However, 
should it become necessary, additional assemblies will be called. The 
nature of these assemblies will be administrative and educational. All 
instructors are required to attend and participate when necessary. 



PLANNING PERIODS 

The planning period is created not as a rest period, but a period 
in which such duties as grading papers, keeping records, and preparing 
class work will be done. 



SUPERVISION 

No instructor is expected to leave a classroom or shop under his 
supervision unless there is a valid reason and the administration is 
properly notified. VIOLATION OF THIS RULE VJILL BE CONSIDERED INSUB- 
ORDINATION. 



OFFICE AND CLASSROOM VISITATION 



Any instructor wishing to have a conference with the director 

should seek to get an appointment through his secretary. Appointments, 

unless an emergency, should be restricted to the class breaks and planning 
periods. 
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Instructional supplies and other necessary items should be picked 
up at the office during breaks and planning periods. Social visits 
and telephone calls are prohibited in the office at all times. 

Instructors should not visit other classrooms during class hours 
unless the visit is restricted to school business. This should be done 
only in case of emergency. 



COMMUTING 



Daily commuting to and from the school for employees who live out 
of Tuscaloosa County is discouraged. However, permission is given 
employees to commute daily not to exceed ninety (90) miles round trip 
with the exception of those who are in administration. Employees in 
the area of administration are not expected to commute daily to exceed 
forty (40) miles round trip. 



EQUIPMENT 

Instructors are responsible for all equipment and other objects 
which are on their inventory lists. If equipment is broken and needs 
repair, the administration should be notified. When equipment is on 
your inventory list, it must remain in your shop unless the business 
manager authorizes it to be removed from the shop. You will be charged 
for all lost or stolen equipment. Thus, it is recommended and requested 
that your shop be locked at the time you are absent. 



SUBJECT MATTER 

Subject matter, goals, objectives, methods, and procedures are 
important factors in the instructional program. Therefore, all instruc 
tors should master their subject matter before attempting to teach. 
REMEMBER, WE ARE TEACHING INDIVIDUALS, MOT BOOKS. 

It is highly recommended and requested that we use the Four-Step 
Method t,o instruct students. Once a lesson has been planned and the 
job information sheets made, the instructor is ready to teach. 

The four steps are: 
A. Preparation 

1. Put learner at ease 

2. Find out what he already knows about the job 

3. State advantages of doing the job and how it will 
benefit him 

4. Get student interested in the job 

5. State the job to be learned 
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B. Presentation 

1. Present the job to the learner 

2. Show learner how to do it. Place him in correct position 

3. Explain as you show 

A . Show safety 

5. Show tricks of trade and explain 

6. Explain key points 

7. Demonstrate again. 



C. Application 

1. Let the learner do the job 

2. Correct errors as they are made 

3. Ask questions on points explained in step 2 

A. Let the learner do job until he can do it correctly 



D-. Check 



1. Let learner do job alone 

2. Determine how well it was done by checking it against 
how it must be done in the trade 
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RECORDS AND REPORTS 



It is necessary that the instructor keep accurate records in his 
file and in the central office. 



REPORTS 

Quarter grades of students should be submitted to the office within 

one week after the end of each quarter and all monthly reports on the 

I last school day or not later than the first school day of the next 

j month . 



ATTENDANCE RECORDS 

Instructors are responsible for keeping daily attendance records 
and monthly attendance reports for their students. /A student must 
attend 80 percent of the shop as class wor k to q ualify for graduation. 
If a student knows he is to be absent, he should consult with the 
instructor and arrange for make-up work. Shop instructors should 
cooperate with the related instructors with respect to execution of 
the daily attendance forms. Withdrawal forms should be submitted to 
the office for students who have three unexcused absences within a 
mon th, pro vided that s uch stu dents are absent a fourth day. 



JOB SHEETS 

A job sheet should be kept on each student showing the total hours 
of performance on a particular phase of the course. When a student 
completes his course, the number of hours shown completed on the job 
sheets when totaled should equal the number of hours shown in the course 
outline. 



PROGRESS REPORT CARDS 

Progress reports should be prepared and given to students at inter 
vals and according to the policy of the school. Students should be 
made aware of their progress as often as the instructor feels it is 
necessary. 



PERMANENT RECORDS 

A permanent record is kept in the central office for each student. 
Space is provided to enter grades and to check the general character- 
istics of a student. This is a confidential file used for counseling 
and employment reference. 
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PURCHASE REQUEST 

A purchase request must be completed and approved by the director 
before placing an order to a vender. After approval, a purchase order 
is issued from the business office. 



WORK ORDER 

Work orders are issued and received through the business office. 
It is the responsibility of instructors to see that they are made 
accurately and that collections have been made before releasing an item 
of equipment. 



FOLLOW-UP 

It is the responsibility of the instructor to conduct a follow-up 
each year for a period of five years to determine whether or not the 
graduates or former students are working in their major field of train 
ing, an allied field, or an unrelated field. 
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CODE OF ETHICS 






The teacher is obligated to be courteous, just, and professional 
in all relationships. 

The teacher is obligated to maintain cordial relations between 
teacher and pupil; home and school. 

The teacher is obligated to conform to the accepted patterns of 
behavior of the most wholesome members of the community. 

The teacher is obligated to strive to improve educational practices 
through study, travel, and experimentation. 

The teacher should avoid interference between other teachers and 
pupils. 

The teacher is obligated to hold membership in and to actively 
participate in local, state, and national professional associations. 

The teacher is obligated to respect all honorable contracts and 
to dissolve them only by mutual consent. 

The teacher is obligated to give testimonials, regarding teachers 
that are truthful and confidential. 

The teacher is obligated to accept the responsibility for reporting 
all matters harmful to the welfare of the school to proper authorities. 

The teacher is obligated to transact official business only through 
properly designated officials. g 

The teacher is obligated to seek the stimulation of professional 
growth through suitable recognition and promotion within the ranks. 
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ALABA11A TECHNICAL INSTITUTES 



SALARY SCHEDULE 



Fiscal Year 1971-1972 



INSTRUCTORS AND GUIDANCE COUNSELORS (Effective October 1, 1971) 



Bachelor's or Type II 
Step Experience Monthly Annual 



years $727 $ 8,719 



1-2 years 761 9,135 



3-4 years 795 9,538 



5-6 years 830 9,954 



7 + years 898 10,773 



TYPr I 
1 years $818 $ 9,815 



1-2 years 853 10,231 



3-4 years 886 10,634 



5-6 years 920 11,038 



7 + years 992 11,907 
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SAFETY 



The administration and faculty at Tuscaloosa State Trade School 
have the responsibility of teaching attitudes, concepts, and habits in 
safety at this institution. Safety is stressed and practiced in the 
shops and on campus. 



IN CASE OF FIRE 



(The Ringing of the Bell or Blowing of the Whistle in a Series of Short 
Intervals) 



General Rules 

1. Don't panic. 

2 . Don ' t run . 

3. Walk briskly in single file and no talking. 

4. Know your route to leave the building; all classes stay together 

5. Move away from the building at least 200 feet up wind. 

6 . Women - take your purses . 



Rules for Instructors 

1. Assign one student to stand by each fire extinguisher. Delegated 
students will be given instructions in the proper use of extin- 
guishers. 

2. It will be the responsibility of each instructor to inform the class 
of the proper route to take in case of fire or fire drill. There 
will be no previous notice given as to the time of fire drills. 

3. Turn all machinery, lights, and electrical equipment off at first 
alarm. Close classroom doors to prevent a draft. 

4. Students will return to their classes upon hearing a continuous 
ringing of bells or blowing of whistles in the various buildings. 

5. Each teacher will call his class roll on the outside. 
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FIRE ROUTES TO BE TAKEN BY THE VARIOUS APARTMENTS 









1. Sewing Class : leave building by south entrance and proceed east 
about 200 feet. 

2. Communications : Leave building by southeast entrance and proceed 
east about 200 feet. 

3. Shorthand : Leave building by southeast entrance ; use left half of 
door and proceed east about 200 feet. 

4. Barber ing ; Leave building by southwest entrance and proceed west 
about 200 feet. 

5. Math : Leave building by main entrance; use left half of door and 
proceed west beyond parking lot. 

6. Typing : Leave building by north entrance. Use right half of door, 
turn left and proceed about 200 feet from building. 

1 '• Business Math: Leave building by north entrance. Use left half 
of door, turn left and proceed about 200 feet from building. 

8. Counselor : Leave building by north entrance. Use left half of 
door, turn left and proceed about 200 feet from building. 

9» Radio and Television : Leave building by south entrance and proceed 
about 200 feet from building. 

1°« Brick Masonry : Leave building by south entrance and proceed about 
200 feet from building. 

11 • Auto Body Repairs : Leave building by south entrance, turn left and 
proceed about 200 feet from building. 

12. Bus Shop: Leave building by north entrance, turn right and proceed 
about 200 feet from building. 



13. Upholstery : Leave building by north entrance and proceed about 200 
feet from building. 

!4. Electricity : Leave building by north entrance and proceed about 
200 feet from building. 

15. Office : Leave building by main entrance and proceed west about 200 
feet from building. 

16. Cafetorium: Leave building from closest exit and proceed about 200 
feet from building. 

17. Mental Health : Follow the safety precautions practiced at Bryce 
Hospital. 
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DISCIPLINE AND CONDUCT OF STUDENTS 



Good discipline will have to be instilled within students. Demand 
and expect good discipline beginning with the first day of attendance. 
It is easier to let-up during the year than it is to clamp-down on a 
class that is out of hand. Sarcasm and ridicule do little in the way 
of solving classroom problems. Although they make you feel better for 
the moment, a much better approach is to spend a few minutes after class 
with a difficult student. While being firm, it is still possible to 
maintain a good sense of humor. Remember that students, like teachers, 
are human beings. They respond readily to people for whom they have 
real respect. If a student becomes so intolerable or unmanageable that 
a teacher can no longer keep him and his composure, it is wise for the 
student to be sent to the office. The instructor should complete a 
Disciplinary Form to be brought to the office along with the student. 
After this is done, the administration will follow through with whatever 
is necessary. 

It is assumed, however, that students enrolling are mature and have 
a desire for constructive learning and are coming to this school with 
that purpose in mind. The purpose of the school Is to help develop 
their talents in a trade that will enable them to earn a living. Students 
dismissed from school for disciplinary actions will find it difficult 
to re-enroll at a later date. 






RULES AND STANDARDS GOVERNING STUDENTS 

The school has a genuine concern for the integrity of all students 
enrolled here. Students are expected to refrain from participation in 
acts that are deemed irregular. Any student who insists on violating 
any of the policies, privileges, and standards of this school, who is 
continuously delinquent in scholarship, or who willfully neglects his 
financial obligations, or who transgresses practices of good conduct 
shall be subject to appropriate disciplinary actions. 

1. The following acts are prohibited. Students who engage in such acts, 
in any manner, make themselves liable to disciplinary action and 
dismissal. 

Stealing Use of Alcoholic Beverages 

False Statements Possession of Dangerous Weapons 

Profane Language Immoral Relationships 

Personal Combat Possession of Firearms 
Gambling 

2. Students who negligently lose, damage, destroy, sell, or otherwise 
dispose of school property in their possession or entrusted to them 
will be charged for the damage or loss, and are subject to disciplin- 
ary action. Property such as books, tools, furniture or any equip- 
ment belonging to the school must not be removed from any building 

or place except with the permission of the person In charge. 
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3. Students or organizations may not sell merchandise in the classroom, 
offices, or on campus without written permission from the director. 

4. All lost and found articles should be reported immediately to the 
administration office. 

5. Students are expected to dress appropriately for all occasions. 

6. Permission to leave the campus while classes are in session must be 
secured from the instructor 9 subject to the approval of the director, 
assistant director, business manager or counselor. 
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ENTRANCE REQUIREMENTS 






Persons enrolling must be at least sixteen (16) years of age, in 
good health, of good character, and possess the ability and desire to 
learn. High school graduation is not a prerequisite. However, at least 
eight (8) years of school work must be completed, Applicants interested 
in enrolling in Stenography, Mental Health Certificate Program and Bar- 
bering must be high school graduates or its equivalent. They must also 
take an aptitude test given by the Alabama State Employment Office. 
Mental Health applicants must pass the required pre-entrance tests which 
consist of the GATB and/or the California Achievement Test to determine 
grade level. 

With the exception of Stenography and Mental Health, students may 
enroll at the beginning of any six-week period. They may enroll within 
the first five school days without a late registration fee, and they may 
enroll on the sixth day with a late registration fee of $5. If they do 
not enroll on the sixth day, applicants will be expected to wait until 
the beginning of the next six -week period. 

In Stenography and Mental Health, students are expected to enroll 
within the first six school days at the beginning of each class. There 
is usually only one class per year. However, transfer students will be 
considered for enrollment in these areas prior to the beginning of a 
school year. 

In all areas applicants must be citizens of the United States or 
have written proof of legally declared intent to become a citizen and 
they must appear in person to the counselor for a personal interview. 

The following must be secured and submitted before acceptance for 
training can be granted : 

1. An APPLICATION FORM is to be filled out completely. Each 
section and each item of the section listed on the form is 
significant to the qualification for enrollment. 

2. The section to be notarized applies to all applicants, 
male or female, veteran or non-veteran, 

3. A transcript of your school record must be furnished by the 
school you last attended, 

A. A letter of recommendation from the superintendent or 
principal of the last school attended stating he feels 
the applicant can benefit from training received at this 
institution. 

5. A photograph (snapshot — without head covering — appropriate 
size, 2x3) is to be attached to the application form. 

6. The applicant and his physician should complete and return 
the Physical Examination Form. 
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SCHOLASTIC REQUIREMENTS 

To remain in school, a student must maintain satisfactory progress 

as determined by the instructor and the director of the school. The 

criteria for determining grades are daily work, periodic examinations, 

initiative, and neatness of work. The letter grades used in reporting 
are as follows: 

A - Excellent (90-100) 

B - Good (80-89) 

C - Average (70-79) 

D - Poor (60-69) 

F - Failure (Below 60) 

W - Withdrawal 

I - Incomplete 

Satisfactory grades are A, B, and C. Although D is passing, it is 
not considered as satisfactory work. Students must hold a C average to 
graduate. An F denotes failure and unsatisfactory work. Withdrawal is 
shown by the letter W and I indicates incomplete. Incomplete must be 
removed by the next grading period or the I becomes F. 



TUITION 

In tuition as in other areas, it is emphasized that the main effort 
be directed to obtaining and retaining high quality, full-time day 
students on a terminal basis. 

The tuition charged for regular classes as established by the Board 
of Education is fifteen dollars ($15) per calendar month of attendance. 
One-half time attendance in regular classes shall be seven dollars and 
fifty cents ($7.50) per calendar month. This is at the discretion of 
the director. The established charge per full time attendance per school 
day is eighty cents ($.80). 

Out-of-state tuition rate per calendar month is set by the Alabama 
State Department of Education at forty dollars ($40) per month. SEE 
RESIDENCE REQUIREMENTS BELOW. 



Refund of Tuition 

1. After one week, refund 1/2 of one month's tuition. 

2. After two weeks, refund 1/3 of one month's tuition. 

3. After close of second week, no refund (according to Board 
resolution. 

4. Registration fee will not be refunded. 



i 
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RESIDENCE REQUIREMENTS 



When parents of an applicant set up residence with the applicant 
in Alabama, such applicant should be considered as a resident of the 
state as long as such residency as stated above is maintained in the 

St.lfP.. 



The applicant cannot set up residence and qualify as a student 
by renting or living with someone else for the first year of such resi 
dency, (State Department of Education Regulation, Kay 30, 1966). 



GRADUATION REQUIREMENTS 

Satisfactory completion of the content of a full course of training 
entitles a student to a diploma signed by the Governor, the school direc- 
tor, state superintendent of education, and the state supervisor of trade 
and industrial education. 

Graduation exercises are usually held on an annual basis. All 
students who finish their courses of study during the calendar year are 
graduated together. A diploma, or a certificate of completion may be 
awarded upon meeting the school and course requirements. 

A certificate of completion of a certain number of hours may be 
awarded in cases of short term courses and withdrawals before completion 
of regular cour r 



Each diploma or certificate should stipulate the specialty in which 



it is earned. 



All fees and bills for services rendered by the school must be paid 
to the school by students before receiving a dipL 



oma . 



CERTIFICATE FOR PART COURSE COMPLETION 

A student who satisfactorily completes a significant segment of a 
program such that the training might be of value in his employment in 
the occupation, should be awarded a certificate signed by the instructor 
and school director indicating the portion the student has satisfactorily 
completed; and showing either on the front or back of the certificate 
the number of hours in each phase or segment completed and the total 
number of hours In the program. 
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STUDENT TRANSFERS 



Recommended policy for State Vocational Technical Schools in 
determining credit to be allowed students who transfer from school to 
school in the same program in granting diplomas and certificates. 

DATA NEEDED IN EVALUATING PREVIOUS TRAINING TO DETERMINE CREDIT 
FOR PREVIOUS EDUCATION. 

1. Personal data, such as name, age, education, dates attended 
school- marital status, etc. 

2. Record of progress showing amount of training: a breakdown 
of the job performance completed, showing grades on both 
practical and theory, giving also the number of hours of train- 
ing devoted to each phase or segment of training so that it 
can be compared with the program the student will enter. 

CREDIT TO BE ALLOWED WHEN STUDENT TRANSFERS FROM ONE STATE VOCA- 
TIONAL TECHNICAL SCHOOL TO ANOTHER IN THE SAME PROGRAM. 

Full credit should be granted, hour-for-hour 5 for training In the 
same program; if differences exist in the programs of the two state 
schools where exact hour-for-hour credit transfer is not possible, a 
reasonable proration of the credit should be given. 

CREDIT TO BE ALLOWED FOR A STUDENT TRANSFERRING FROM A VOCATIONAL 
EDUCATION PROGRAM IN HIGH SCHOOL TO THE SAME PROGRAM IN A STATE VOCA- 
TIONAL TECHNICAL PROGRAM. 

When complete detailed records are available from the high school 
to show the time the student has spent in each job or phase of training, 
showing laboratory performance, as well as related study grades, full 
credit may be allowed for the portion of the program completed that 
duplicates the program he will enter. Before full credit is given, it 
should be ascertained that the student's time spent in laboratory train- 
ing is at least equal to that in the trade school program. 

Where reasonable doubt exists that full credit should be given, 
tests are recommended to determine the student's knowledge. It may be 
desirable to postpone final determination of credit allowed until the 
student has had ample opportunity to demonstrate his ability of accom- 
plishment in questionable areas. 
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TRADE 



1. Live jobs should be done only for: 

A. People directly connected with public education 

B. Charitable organizations 

C. Other tax supported programs and institutions 

D. Programs for indigent 

2. Live jobs should be accepted only in such instances as they have 
no connection with or relation to the making of a financial profit 
by an individual, a program, an organization, or an institution. 

3. Live jobs taken in from any and all sources should require the 
person, institution, or organization furnishing it to: 

A. Bear all actual costs (materials and parts) involved 

B. assume all responsibility for the fact that work is done by 



A. The "charges" for live work should never exceed actual costs plus 
10% internal; 20% external to cover breakage and waste. 

5. All live work accepted should be in terms of its usefulness and 
need in the training program rather than production or accommodation 

6. Live work should only be such jobs as cannot later enter commercial 
channels . 



INTERPRETATIONS 

1. "Live work" or "live jobs' refer to taking into a school shop such 
things as: 

A. Repair jobs of any and all kinds 

B. Production jobs of any and all kinds 

C. Service jobs of any and all kinds 

2. The purpose of these policies is 

A. To protect private enterprise. 

B. To reduct the tax costs for tax supported institutions. 

C. To give assistance with the care of the indigent, 

3. No person, regardless of his or her connections, has any right to 
use a day trade class to do any work or to produce any objects 

from which he or she expects a financial profit. Examples of things 
prohibited are: 

A. Reconditioning of any object for resale or trade purposes, 
j B. The production of work upon any project to be used for lease, 

sale, rental or otherwise for personal financial profit of the 

owner. 
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C. Work in any way connected with programs or events for which 



profit. 
D. Work of any kind for private enterprise. 
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INSTRUCTOR EVALUATION SHEET 



Department 



Instructor 



School 



Evaluated by 



Date 



| Excel- 
lent 



INSTRUCTIONAL 



1. Use of course outline 

■ 

2. Planning of instruction 

3. Presentation of instruc- 
tion 



4. Uses available instruc- 
tional materials 

5. Has a testing and 
grading program 

6. Keeps student progress 
char t 

7. Uses instructional aids 

8. Uses community resources 

9. Keeps program up-to-date 

10. Hakes application of the 
"Four Step Method" 

11. Reporting of grades 

12. Practices impartiality 



PERSONAL 



1. Grooming and dicoc 



2 . Mannerisms 



Good 



Fair 



Poor 



" 



Not Appli 
cable 









- ■ 
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3. Relationships: 

A. Student - Teacher 

B. Instructor - instruc- 
tor 

C. Instructor - manage- 
ment 

4. Initiative and industry 

5 . Voice 



6 . Enthusiasm 

7 . Reliability 

8. Adaptability 

9 . Morals 



10. Controls temper and is 

tactful in avoiding argu- 
ments. 



PROFESSIONAL ETHICS AND 
PERFORMANCE 

1. Belongs to professional 
organizations 

2. Attitude toward visitors 

3. Regular in attendance 

4. Punctuality 

5. Avails himself of profes- 
sional and occupational 
changes and improvements 






ADMINISTRATION 

1. Administers school pol- 
icies 

2. Keeps records and reports 



Excel- j 
lent 


Good 


Fair Poor 


Mot Appli-j 
cable 




































































1 ■ . . 
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3. Loyalty 

4. Follovs channels of 
authority 



MANAGEMENT OF SHOP 
AM) CLASSROOM 

1 . Observes and enforces 
safety precautions 

2. Encourages proper vork 
habits 

3. Uses all available 
physical facilities 

4. Stays in shop and 
classroom 

5. Gives clear-cut and 
adequate instructions 
and directions 

6. Practices good house- 
keep ing 

7. Maintains proper supplies 
in quantity 

8 . Maintains proper shop 
and classroom conduct 



Excel- 1 i j 
lent Good 1 Fair 1 Poor 


Not Appli- 1 
cable 




















* 
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